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Striving for excellence in public service is the objective for all of our work 

 

Applicant User Guide 

Introduction  

The City of Hillsboro is proud to introduce ProjectDox – the Electronic Plan Submittal and 

Review process now available for Planning, Engineering and Building Department submittals.  

This user-friendly, innovative, web-based, paperless process will allow for the electronic 

submission of all your plan related documents. 

Benefits Include 

 Reduced overall costs (paper, printing, transportation, storage space). 

 Reduced time (delivery of documents and re-submittal documents). 

 Increased efficiency and responsiveness in customer service (enhanced team work, 

communication and collaboration). 

 Support for green initiatives. 

In the following pages, we will provide you with all the details and information you need to join 

us in transforming the way you do business in our City.  

Best Wishes, 

The City of Hillsboro Development Departments  
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Best Practice Checklist 
To help make your use of the system successful, please see the list below: 

 

 Please use Internet Explorer when using ProjectDox. 

 All drawing files shall be single page files…no multi-page drawing files will be accepted. 

 All non-drawing documents can be submitted as multi-page PDF, Word, Excel or other.  

 Please follow our file naming standard. 

 Please see the helpful “Tips” located throughout the guide. 

 All revised sheets must be named the same as the previously submitted. 

 Ensure all revisions to plans are “clouded”. 

 A scale bar is required on all drawings. 

 Clean and purge all extraneous layers from the drawings. 

 Minimize the number of layers included in the drawings (100 or less recommended). 

 Minimize the amount of hatching and/or convert to a less processor-intensive format type. 

 Save drawing calibration settings to each drawing sheet.  

 If upload performance is slow, restrict the number of files and/or size not to exceed 100MB 

per upload. 

 Drawings shall be saved and submitted in landscape view. 

 A project team member can be removed from the ProjectDox system and access to client 

files rescinded when the City is notified. 

 Land Use Approval (Notice of Decision) documents must be submitted with your 

Engineering and Building electronic submittal. 

Security Time-out 

Due to security the system will automatically sign you out after 120 minutes of inactivity. When 

you are ready to resume working with the system, click any space on the screen. The system 

automatically loads the sign-in page for you. You can also close the Web browser window and 

re-load the sign-in page manually in a new browser window. 
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File Naming Standards 
To maintain a consistent method for naming your drawing and 

document files, please see the information below: 

 
All files should be named according to their order listed on the provided Title Sheet, Cover 

Sheet or Table of Contents.  Because ProjectDox displays the files in numeric - alphabetical 

order, it is important to name the files starting with a numeric value followed by the document 

name before uploading. The numeric value at the beginning of the file name ensures the order 

in which they are displayed after upload.   

IMPORTANT: Please limit the number of characters in the file name to 40 characters or less – 

abbreviations are acceptable. Do not include “-“(dashes) or special characters in the file name. 

The following components make up the file name: 

Sequential Display 
Order No. 

Sheet 
Number 

Sheet 
Title/Name 

 File Name 

001 G001 Cover Sheet =  001 G001 Cover Sheet 

 

The following examples highlight acceptable naming standards for drawing sheets uploaded to 

the Drawings folder:



 

 

 

 

Example #1 

 

Lists of Sheets provided on Drawing Cover 

Sheet:  

  

 
 

 

 

 

 

Standard file names:  

001 Cover Sheet 

002 0.1 Erosion Control 

003 1.0 Prelim Site Plan 

004 1.1 Evergreen Access 

005 1.2 Phasing 

006 1.3 Circulation 

007 2.0 Grading and Drainage 

008 3.0 Utility 

009 3.1 Lighting 

010 1.0 Landscape 

011 Topographic Survey 

 

The number value in front of the file 

name ensures the display order in ePlans

 

Example #2 

 

List of sheets provided on Drawing Sheet 

Index:  

 

Standard file names: 

001 G001 Cover Sheet 

002 G002 Sheet Index 

003 G003 Responsibility Matrix 

004 C0.0 Civil Notes 

005 C1.0 Exist Cond Demo Plans



 

 

 

 

Example #3 

 

Adding files to your uploaded documents in a manner to ensure the new file is in the correct 

order: 

 

 
 

 

Adding “001.1” to the front of the file name of the additional document uploaded, placed it in 

order between the files “001 Cover Sheet.pdf” and “002 Erosion Control.pdf”.  

 

 

 

If you have any questions regarding the file naming standards, please contact us so we can 

help. 

 



 

 

 

 

Electronic Plan Submission 
Uploading Plan Drawings and Documents 
 

Before you start, please complete the following: 

 Submit your permit applications (including deferred submittal checklist if needed) via email 

and pay any applicable plan review fees at the City of Hillsboro Planning, Engineering or 

Building Departments located at: 

 

PLANNING ENGINEERING BUILDING 

150 E. Main St., 4th Floor 
Hillsboro, OR 97231 
Phone (503) 681-6153 
Fax:  (503) 681-6245 
PlanningTechs@hillsboro-
oregon.gov 

150 E. Main St., 4th Floor 
Hillsboro, OR 97231 
Phone (503) 681-6147 
Fax:  (503) 681-6469 
Eng_Permits@hillsboro-
oregon.gov  

150 E. Main St., 4th Floor 
Hillsboro, OR 97231 
Phone (503) 681-6144 
Fax:  (503) 681-6469 
Building_dept@hillsboro-
oregon.gov  
 

   

 When your permit application has been 
processed and applicable fees paid, a 
ProjectDox Review invitation will be sent 
to your e-mail address similar to the image 
below.   You will receive a different email 
for each submittal; Planning, Engineering 
or Building.  Drawings and associated files 
must be loaded into the appropriate 
department project.  
 

 

mailto:PlanningTechs@hillsboro-oregon.gov
mailto:PlanningTechs@hillsboro-oregon.gov
mailto:Eng_Permits@hillsboro-oregon.gov
mailto:Eng_Permits@hillsboro-oregon.gov
mailto:Building_dept@hillsboro-oregon.gov
mailto:Building_dept@hillsboro-oregon.gov


 

 

 

 

Logging In:  New Users 

 
1. Prior to logging into the ProjectDox application, the following actions must be completed: 

a. If your computer has pop-up blockers installed, you will need to disable pop-up 

blocking in order to utilize ProjectDox. Disabling pop-up blocking will be required for 

each login instance, unless you select the “always allow pop-ups” option 

(recommended). 

 

 

b. The login page has an MSI (Microsoft Silent Install) component required to install all 

necessary ProjectDox ActiveX controls. This installation will only need to be done 

once; if you utilize a different computer it will require another installation for each 

unique computer (see below). 

 

c. You can drag the shortcut to your desktop or add to favorites (see below). 
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2. After reading the Terms and Conditions of Use, log in by entering your e-mail address and 

temporary password (provided in the invitation email) and click the “Login” button. 

 

 
 

3. Enter a new password (8-10 characters at least 1 number and 1 alpha character, case 

sensitive) and personal account information.  Items with a red * are required fields.  Explore 

the tabs “Project Membership” and “Group Membership”.  These will provide information 

about projects you are able to access.  Be sure to click on the “Save” button to save your 

profile.   

 

4. Store your login, passwords and security question answer in a secure location so they may 

be retrieved at a later date.   
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Logging In:  Existing Users 
 

If you are a returning user, log in to ProjectDox with your full e-mail address and password. If 

you have forgotten your password, click on the “Forgot Password” button to see your security 

questions (your first and last name must match exactly how it was initially created in the 

previous step).  Your password can also be reset at that time.   

Uploading Your Files 
 

1. Any projects for which you have 

access with display in this list. 

a. Select the specific project 

that corresponds to the 

plans or documents you will be uploading.  

Tip:  The projects are listed by permit number i.e. STR15-00001.  Each column can be 

sorted to your preference. 

 

2. Depending on the type of project you’re submitting for (Planning, Engineering or 

Building), the folders you see will be different.  These folders may or may not be visible 

depending on the stage of your ProjectDox submittal.   

 

3. Folder description and content: 

 Drawing folder:  For drawing files only. 

 Documents folder:  For supporting documents (e.g. calculations or geo-tech reports). 

 Decision folder:  For final Planning decision, associated exhibits and batch stamped 
plans 

 Information Documents folder:  For applicants must first receive permission from the 
Case File Planner to use this folder 

 Approved folder:  For batch stamped plans for Engineering and Building projects 

 Approved AsBuilts folder:  For final approved AsBuilt drawings/documents. 
Note: Please refer to the file naming standards when naming drawing files. 
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4. Click the “Drawings” folder to upload your 

plan drawings or the “Documents” folder to 

upload other project documents. 

 

5. Follow the prompts for uploading your plans 

and documents. 

 

6. Click the “Upload Files” button and navigate 

to your file storage location.  

 

Tip:  You may encounter a Silverlight recommendation, and in order to facilitate a 

more efficient upload of multiple files we recommend you install Microsoft 

Silverlight 4.1 or higher from the following link: 

www.microsoft.com/silverlight 

 

7. Browse to the files on your computer (red arrow) and select 

the file(s) location on your computer.  Then select or highlight 

the files you want to upload.  Multiple files (preferred) can be 

selected by using your Shift or Ctrl keys.  Click the “Open” 

button.    Tip:  You can also drag and drop files or 

folders! 

 

 

 
 

 

http://www.microsoft.com/silverlight
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8. Once the files are presented, select the “Upload” button.  

 

 
 

9. Once the files have been copied to the upload window, click the “Close” button to close 

out of the dialog box. 
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The folder list is replaced by thumbnail images of each file contained in the folder. Adjacent 

to each thumbnail, the file name, author, date, and any relevant file icons display as indicated 

in the image to the right. 
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Accepting the Applicant Upload Task 

 
1. Once you have completed your file upload, the next 

step is to accept the Applicant Upload task as 

indicated to the right. 

If you do not see the task assignment as shown, but 

have a Workflow Portal button as indicated below, 

select this button instead and then accept the 

Applicant Upload task:   

 

 

 

 

 

The eForm will open as seen below.   After reviewing the text highlighted in yellow, you have 

two options to consider: 

 

2. Upload Process Complete:  Selecting this button will complete your review and once 

finalized, you will no longer be able to upload additional files. 

3. Continue Later:  If you want to continue uploading files at a later date, select the Continue 

Later button. 

 

4. You have successfully finished part one of submitting your plans electronically.  

5. Please log out after your session. 
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Planning Preliminary Completeness Review 
One hard copy of your full Planning application materials must be submitted to the Planning 

Department for a preliminary completeness review.  Once the materials have been reviewed 

and determined to be complete, you will be invited to upload the electronic files to ProjectDox. 

 

Building & Engineering Prescreening 
Prescreening is a cursory review of your uploaded documents in preparation for formal review.   

Depending on the Department you’re submitting for, please allow two (2) to three (3) working 

days after you have uploaded your documents for the Prescreening process to take place.  

Prescreen Rejection 
If your Building or Engineering submittal requirements were not complete, you will receive a 
“Prescreen Correction Request Task Assignment” e-mail notification that prescreening has been 
denied and corrections are needed similar to the screen below.   

1. Click the link in your email to access the ProjectDox site and log in as previously 

demonstrated. 
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2. The task will appear at the bottom of the Projects screen below your current projects 

(Home Page).  Select the new Task. 

 

 
 

3. The corrections eForm, will open in a new window.   After reviewing the information, select 

the “Checklist Items (1)” tab.  The (1) indicates the number of items that need your 

attention. 
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4. After you have compiled the missing or corrected drawings and/or documents to upload, 

log in to ProjectDox (if not already logged in) and enter the project.  

 

a. Upload the missing and/or corrected drawings and documents (see the “Uploading 

Your Files” section for instructions). 

b. Select the eForm with your task assignment as shown below.   

Note:  If the eForm is closed, you must initiate the “Correction Complete” task 

identified previously. 

c. Place a checkmark in the “I have uploaded the corrected…” and the “Corrections 

Complete” button will become active.  Upon completion, the City will be notified 

that the files have been uploaded and will continue with the Prescreening process. 
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Prescreen Approved 
 
If your submittal is approved, it will immediately move into the formal review process.  You will 

receive an email notification similar to the one below. 

 

 
 

Note:  Depending on the Department submitted to, the email notification may vary.  
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Change Notification and Plan Resubmit  
Corrections Required 
If corrections are requested following the formal review cycle(s) of your drawings, you will 

receive an e-mail notification from the City requesting revised documents similar to the 

document shown below.   

1. Select the link in your e-mail to access the ProjectDox site. 

 

 
 

2. The “Applicant Resubmit” task will display at the bottom of the main page with your project 

number under the heading “Project Name” i.e. STR15-00010.  Click on Applicant/Resubmit 

to access comments and mark-ups. 
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Tip:  If you have entered the drawing first, then select the “Workflow Portals” button in 

the upper right corner which will show you the list of task assignments.  Select the 

“Applicant/Resubmit” task as indicated in the previous step and the  second screen 

shot below.  
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Accessing Checklist items and Changemarks 

 
Open eForm to view and download all Project-related Checklist Items and/or Changemarks. 

1. The eForm and drawing markups provide a complete correction package from all reviewing 

departments and disciplines.  Go to the “Checklist Items” tab indicated below.  Checklist 

items are in the first screen shot, Changemarks in the second 

 

 
 

 

 
 

One or more departments may use the “Checklist Items” or “Changemark” features in 

the eForm.  For Checklists, a consolidated list of all feedback not related to a red line are 

available for the applicant’s review.   Each comment will be indicated as "Met", "Not 

Met" or "Info only".    
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To export the Changemarks and Checklist items, follow the steps below: 

 

a. Select “DownloadChecklist Items” or “Download Changemark Items” (identified with red 

arrows above) to view the associated report.  Both reports will be exported to Word and 

used for the applicant's response. 

 

b. When the report opens, select the preferred format for download as indicated below. 

 

c. Select the “Export” hotlink. 

 

d. Select “Save” and store the files in your file management system as required.    

 

IMPORTANT:  These reports are provide for reference only.  All responses for Checklist items 

and Changemarks will be added to the eForm in the location provided. 
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Open Drawings to view all Project related Changemarks 

 

1. If you are in the Drawings Folder reviewing your 

drawings, you can access the Changemarks by 

selecting the red exclamation as indicated here.   

 

If no red exclamation is present, then there are no 

associated Changemarks on that drawing sheet. 

 

 

 

 

 

 

2. After selecting the exclamation mark to open the Markups screen, select the discipline you 

want to review.  If multiple disciplines appear, select the ones of interest and click the 

“View” button. 
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3. All Changemarks will display in the upper right pane.   

4. As you select each Changemark in A, the text in B will reflect the comment. 

5. As you select each Changemark in A, you will automatically zoom to the corresponding 

redline on the drawing from each reviewer.  

 

Tip:  If you do not see any Changemarks on your drawings, you selected the drawing or 

drawing hotlink instead of the red exclamation point.  Close the drawing and go back 

to Step 2. 

 

 

 

  



 

Page 26 of 36 

Striving for excellence in public service is the objective for all of our work 

  

 

 

Respond to Requested Changes 
 
1. Once you have updated your drawings and documents as requested and clouded all 

changes, upload your revised drawings as previously described. 

IMPORTANT:  File names must be the same as previously submitted. 

 

 
a.  Ensure revised drawings are uploaded to the Drawings folder and revised supporting 

documents to the Documents folder.  The Planning Department may advise to upload 

information to the Information Documents folder. 

Tip:  Please see page 8 for information on Folders and content 

 

 
 

b. When successfully uploaded, all revised 

drawings and or documents will be 

illustrated as follows: 

 

 

 

IMPORTANT:  If you do not see a red V2 or V3 etc., depending on the number of re-

submittals, your files were not named the same and must be resubmitted. 
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Respond to Checklist items 

1. Once the eForm opens, on the Checklist Tab, select the “Respond to Checklist Comments”.   

 

Tip:  In addition to uploading new drawings if needed, all “Not Met” items must be 

responded to stating the corrections made on the drawings. 

 

2.  The following form will open in a separate window.  Insert the current date and add your 

responses where indicated below and select “Save and Close”. 

 

 
 

a. If multiple responses are made between review cycles to the same item, insert 

the most current date / response at the beginning (in front of) the previous 

comment (example above does not reflect multiple responses). 
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Respond to Changemark Items 

1.  Select the “Show All Changemarks for All Cycles” to see previous comments. 

 

2. Continue to scroll down to the “CHANGEMARKS” section.  Add the current date and 

responses to the “Applicant Response” column. 

a. If multiple responses are made between review cycles to the same item, insert the 

most current date / response at the beginning (in front of) the previous comment 

(example below does not reflect multiple responses). 

 

 
 

3.  If issues still remain, the Plan Reviewer will respond using the “Reviewer Response” 

column.  If the Reviewer Response column is not visible, use the Changemarks section scroll 

bar and adjust to the right. 
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IMPORTANT:  The following section should not be completed until your revised drawings and 

responses to Checklist comments and Changemark items have been uploaded. 

4. The Task Instruction section at the bottom of the eForm contains 4 checkboxes that must be 

checked before you can complete the revised submittal process.  

 

5. When you are ready to complete the task and exit the eForm, select the “Complete” button. 
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Final Steps – The Approval Process 
 

Each Department has a slightly different Approval process but in general, once approved by all 

Plan reviewers, all plans will be electronically stamped by the City and processed as follows:  

 PLANNING:  When the project’s notice of decision is finalized you will receive an email that 

the decision is available in the ePlans360 “Decision” folder.  This may be an Approved, 

Approved with Conditions or Denied status. 

 ENGINEERING:  Approved drawings and associated documents will be located in the 

“Approved” folder. 

 BUILDING:  When the plans are approved by all reviewers, you will receive a “Final Fee 

Payment Due” email with instructions from the City of Hillsboro not ePlans360.  Upon 

receipt of payment, the plans will be electronically stamped. 

 

Printing Approved Plans 

You will receive an ePlans360 e-mail indicating that your approved drawings and documents 

are ready with instructions on how to download and print your files.   

 PLANNING:  Land Use Approval (Notice of Decision) documents must be submitted with 

your Engineering and Building electronic submittal. 

 BUILDING:  You will be required to print one copy of approved drawings and documents and 

have available on site for inspection(s). 

 

Engineering AsBuilt’s 
Engineering AsBuilt’s will be required for submittal when the physical construction of all public 

improvements is complete.  All drawing files must be named the same as the ‘Approved’ set of 

construction drawings or they will be rejected.  There are no additional fees for the AsBuilt 

review.  
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Building Deferred, Revisions and Master 

Permit Submittals 
 
For first time users, you will need a ProjectDox Login password to access the online application 

form.  Please contact the appropriate department for assistance if you do not have an approved 

account before using the online form.  

  

Planning  503-681-6153 

Engineering 503-681-6147 

Building  503-681-6144 

 

IMPORTANT:  Without prior authorization there is no ability to upload.  

1. Submit your application using the online Permit Application form 
2. A webpage will display similar to the image below 
3. Enter your email address and ProjectDox password and select the Login button 
 

 

  

https://eplans.hillsboro-oregon.gov/projectdox/workfloweforms/buildingapplication.aspx
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4. Complete all (Required) fields on the application form below.  

 

NOTE:  move your cursor over the field label to see additional information. Click the ‘Submit 

Application’ button at the bottom of the form when your application is complete 

 

6. Once submitted, you will receive a Thank You page similar to the image below.  If you have 

more than one application to submit, simply click “Submit Another” to open a new 

application form or close your browser to exit. 

7. An email confirmation will be sent to you in response to your upload request.  Your request 

will be forwarded to a Permit Specialist for review. 
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Standards 
 

Digital File Requirements 
 

 Drawing Files:  Each sheet / page of the drawing shall be uploaded as a separate file and in 

landscape view.  Drawing files will be rejected if uploaded as a multi-page document or 

incorrect orientation  

 Supporting Document Files:  All files required as part of the application submission, other 

than drawing files, e.g., Structural Calculations, Geo-Tech Reports, Easement Letters, 

Application Narrative and Certifications, shall be uploaded as individual multipage 

documents.   

Border and Reserved Space Standards 
It is virtually impossible to predict each individual or company’s unique border sizes and title 

block areas.  As a result, the following locations are offered as guides to ensure that when 

printed, the Approval Stamp is visible and not truncated. 

 

 An area located in the top right corner of all drawings shall be reserved for the City of 

Hillsboro electronic stamp.  Our stamp location will allow for a ½” border. 
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File Type Standards 

 
 Supporting Documents:  Searchable PDF files are preferred for calculations, reports and 

other non-drawing files. 

 ProjectDox does not support 3D files at this release.  If you are interested in submitting a 3D 
file please ask us about it. 

 If applicants choose to create PDF files, we would like them to be “Smart PDF’s” i.e. text 
searchable, maintain layers and retain calibration settings.   
 

The following table highlights acceptable formats. 

 

 

 

 

Electronic Stamps and Signature Standards 

 
 All files must be electronically stamped with a signature per Oregon Statutes and Oregon 

Administrative Rules. There are specific provisions for electronic signatures within the Rules 

and Regulations.   Architects and Engineers are responsible to meet the rules.  The following 

links are provided for further information: 

Architects: (Oregon Secretary of State Archives Division) 

Engineer :(Oregon Secretary of State Archives Division) 

 Electronic stamps and signatures shall be inserted as a JPEG image.   

 

 

Drawing Scale Standards  

 
 All plans must be drawn to scale. 

 All drawings must be calibrated.  This calibration shall be saved in the drawing ensuring it is 

available to the reviewer. 

 Each sheet must have an independent scale i.e. 1in = 40ft or 3/16in = 1ft 

 When more than one scale is used on a sheet, an independent scale must accompany the 

applicable detail. 

http://arcweb.sos.state.or.us/pages/rules/oars_800/oar_806/806_010.html
http://arcweb.sos.state.or.us/pages/rules/oars_800/oar_820/820_010.html


 

 

 

 

Troubleshooting Your Installation 
 
Vista and Windows 7 Install Instruction: 

Sometimes users will encounter errors or issues as a result of incomplete installation of the 

client components.  This is often caused by permissions issues.  The instructions below have 

proved useful in resolving the security/permissions issues and getting a successful installation.  

The account executing these steps will need administrative privileges on the computer. 

Uninstall-reinstall City Of Hillsboro Electronic Review components 

If the operating system is Vista or Windows 7, the user will need to turn OFF UAC (User Account Control) 

first.   

Additionally, if using Internet Explorer (IE) 8, turn off protected mode.  Turning off UAC in 

Windows 7 also disables protected mode for IE8. 

Turning Off UAC in Windows Vista and Windows 7 

The following link explains how to control UAC in Windows Vista and in Windows 7.   You’ll only 

need the first few directions and screen shots, the rest is blog. 

http://www.howtogeek.com/howto/windows-vista/disable-user-account-control-uac-the-easy-

way-on-windows-vista/ 

Turning off Protected mode in IE8 

The next link explains turning off protected mode in IE8 (apparently turning off UAC in 

Windows 7 also disables protected mode for IE8) 

http://www.sevenforums.com/tutorials/63141-internet-explorer-protected-mode-turn-

off.html 

 

Upon completion of the above, follow the remaining steps: 

Remove ALL ProjectDox components on the client computer:  

 

http://www.howtogeek.com/howto/windows-vista/disable-user-account-control-uac-the-easy-way-on-windows-vista/
http://www.howtogeek.com/howto/windows-vista/disable-user-account-control-uac-the-easy-way-on-windows-vista/
http://www.sevenforums.com/tutorials/63141-internet-explorer-protected-mode-turn-off.html
http://www.sevenforums.com/tutorials/63141-internet-explorer-protected-mode-turn-off.html
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1. Check for presence of program, and remove if found, using either a. or b. depending on 
version of operating system your are using: 

a. VISTA, Windows 7 - Using Control Panel (in classic view) -> Program Features, if 
ProjectDox Components is listed then select REMOVE. 

b. XP – Using Control Panel -> Add/Remove Programs, if ProjectDox Components is 
listed then REMOVE 

2. In Internet Explorer (Internet Options->Browser History->Settings->View Objects - 
remove anything Brava, ProjectDox, or Xupload).  

3. After the above is completed, delete these directories and their contents: IGC  (in 
Windows Vista or 7, do a search for the filename IGC to locate, then delete) 

a. In XP Documents and Settings->User Account->IGC 

b. In XP  Program Files->Avolve->Components). 

 

If Vista or Windows 7, UAC must be OFF for the following to work: 

You can reinstall the ProjectDox components by clicking on the link on the login page.  Once the 

components are installed, you can turn UAC back on. 

 

 


